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Introduction to the Supplier Portal

What is the Supplier Portal?

The ToH Supplier Portal is a secure, web-based workspace that provides our vendors with full
visibility to ToH transactions.

The Supplier Portal plays a key role in ToH

improve communication with our suppliers by automating and streamlining the source-to settle
process.

Navigating the Supplier portal
Logging in
You will receive a Supplier Portal invitation with a custom link to create a password an
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Portal homepage.



Now login using your Hempstead Supply Portal ID and newly created

SIGN IN
ORACLE APPLICATIONS CLOUD

User ID

Password

Forgot Password
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Homepage Navigation
On the home page, click on the Supplier Portal icon to operiithed S NJJ A ¢

E Oracle Applications X -+ - X

<« > C @ https://ejlo-dev1.fa.usé.oraclecloud.com/hcmUl/faces/FuseWelcome?_afrLoop=51517209398893358._afrWindowMode=08_afrWindowld=140zI95s0e8_adfctr.. o ¥ a

o Employee News

o My Flags

Notifications
At the top right corner of the home page, a bell icon will display your pending notifications
includes newpurchase orders pending acknowledgement as well as invitations to a negoti

Note: Clicking on the notification brings you to the PO or Negotiation in que

Notifications

Pending Notifications E]; More Details

Enter search terms

FYI: Approve Requisition 10000500

Jeremy Gross

FYI: Requisition 10000499 Approved

Jeremy Gross

FYI: Approve Requisition 10000499

Jeremy Gross

FYI: Requisition 10000497 Approved

Jeremy Gross

FYI: Requisition 10000498 Approved

Jeremy Gross




Overview Menu
¢CKS 20SNWASs LI IS LINPOARSA | aylLaAK20G Ayl
requiring attention.

Supplier Portal

Smarch | Orers ¥ Order Numier =3

= ()

orders

Requiring Attention Recent Activi Transaction Reparts

» Wenags rers. 9 Last 30 Days o e
» Wanage Schedues nders opened 3
» Acmowiedge Schedues In Spreatchect Payments 1 ’

Aqreamants.

Mo data available
« Wanage Agreements

Shipmenits

= Wanags Shpmerts
» Crmate ASN

» Cmmatc ASEN
 Upinad ARN ar ASSH
« View Rarsints
 View Ratums

W Schequies Cverdee or Dus Today
Conaigned Inventory

« Rewlaw Consumphion Atvices +
« R Conaignad Wentory - Buppir News
= Rewigw Consignad bwentory Transaclions
Ivoices and Payiments
« Craste Invnice
= Craste Invoice Witul PO
= View Inveices
= View Payments
Negolations.
= View Autive Negelislions
= Wanups Fesponzes
aualifications

+ Managa Cusstannairas
& View Qusificatians

‘Company Frofila

+ Managa Frafla



Orders

- Manage Orders

« Manage Schedules Task Menu

- Acknowledge Schedules in Spreadsheet A list of all Supplier Portal options for Orders,
Agreements, Shipments, Consigned Inventory, Inv
and Payments, Negotiations, Qualifications, and
Company Profile.

Agreements

= Manage Agreements

Shipments

+ Manage Shipments

= Create ASN

« Create ASBN

= Upload ASN or ASBN
« View Receipts

- View Returns
Consigned Inventory

« Review Consumption Advices
« Review Consigned Inventory

= Review Consigned Inventory Transactions

Invoices and Payments

= Create Invoice
« Create Invoice Without PO
= View Invoices

= View Payments
Negotiations

= View Active Negotiations

= Manage Responses

Qualifications

- Manage Questionnaires

= View Qualifications

Company Profile

= Manage Profile



Manage Orders
Headers Tab
Search for any Purchase Order

§o%
Manage Orders

Headers  Schedules

4 Search
Sold-to Lagal Entity -
Bill-to BU v
Supplier Site -
Search Results
Actions w View w Formatw  §2 Oy Detach
Order Order Date  Description

No search conducted
Columns Hidden 24

Results

Supplier Site

Advanced = Manage Watchiist Saved Search

Include Closed Docul

Buyer

Orger

Status

meni

ts

No ¥

All Orgers

Ordered Currency Status

n PP e

Dene

Search Reset Save...

Life  Creation
Cycle Date

Contains the header detail of our purchase orders. The header contains the PO issued ¢
the total $ amount ordered. The item level detail, quantity, and gbifpcations can be founc

Ay a{OKSRdx $4¢ o

£
Manage Orders

Headers  Schedules

b Search

Search Results

Adons w veww Fomaiy 4 B 7 7 Detaen

Order Order Date Description

Columns Hidden 24

Supplier Site

Main

Advanced = Manage Watchlist saved Search

o]

All Orders

Ordered Currency Status

3,000.00 USD

4,00000 USD

600000 USD

2,000.00 USD

2,00000 USD

2.00000 USD

Open

apen

F ® -

Done

Life  Creation
Cycle Date

45119
45119

45119



Schedules Tab
Search for any Purchase Order

feh R A - B

Manage Orders Done.

Headers ~ Schedules

4 Search Advanced Manage Watchlist Saved Search All Schedules v
sola-to Legal Entity v supplier item
Supplier Sita - Ship-to Lacation qQ
Order Status. v

Line Description

Search  Resst  Save...

Search Results

Actions w View v Formatw 52 By " Detach
Order Supplier Site Line Line Description Supplier  sehedule g;;‘;{;‘; uoMm Price  Ordered Curency Status  Shiptolocation  eauested Fromised c';‘i'v
»

Columns Hidden 42

Results

I LJzNOKF aS 2NRSN d{ OK S R-tzio&tion, @l yrantiskdy/Ship diaté
An order with a ship date in the past is highlighted with an alert. Schedules must be kep
date.

=) AT S
=
Manage Orders Done.

Headers  Schedules
b Search Advanced Manage Watchlist Saved Search All Schedules v

Search Results

Actions w View w Format w S 5 [ 57 Detach
- . i Supplier Ordered . . . Requested Promised Life
Order Supplier Site Line Line Description Iem Schedule Quantity uom Price Ordered Currency Status Shipto Location o\ Date Cycle
Main 1 Tablet 1 6 EA 500.00 300000 USD Open NV TOWN COMPT._. 411218
iz 1 Printer 1 2 EA 2,000.00 open NV TO anzn
. Main 1 Laptop 1 1 EA 1.500.00 Oper NV anzne
Indicates a
X i Main 1 Bressure Washer 1 10 EA 200.00 Open TOH 202118 221118
promise ship ™
10000129 namn 1 Pressure Washer 1 10 EA 20000 200000 USD open ToH 2nans 21419
date is pastiue . ~
10000128 Mazin 1 Pressure Washer 10 EA 200.00 Oper TOH 211319 21319

Columns Hidden 42



Purchase Orders (PO)

PO Notification
When a ToH purchase order is issued, you will receive an email notification with a PL
attachment

] L ' Document XE 2001086 - Message (HTML) ? BB - O X
MESSAGE

Wed 5/2/2018 11:30 AM
Mann, Adam
Document XE 2001086

To M Mann, Adam

Message  CJIPO_300000002798038_2001086_0.zip (30 KB)

Review the purchasing document and any files that are attached to the message.,

10



If an acknowledgment is required, the email subjectivif Of dzR S
notification alert will also be displayed at the top of Supplier Portal to note an actiequged.

awSlj dzA NBA

E ? ¥ = Document (Purchase Order) 2000952 Requires Acknowledgment - Message (HTML)
MESSAGE

4]

Sun 5/6/2018 10:01 PM

Mann, Adam
Document (Purchase Order) 2000952 Requires Acknowledgmend

To M Mann, Adam

Message ™ PO_300000002798038_2000952_0.pdf (33 KB}

Access this task in the Waorkspace Application

Document (Purchase Order) 2000952 Requires Acknowledgment

Details

Assignee Adam Mann Sold-to Legal Entity  ToH
From Adam Mann Order 2000952
Assigned Date 2/13/18 11:40 PM Buyer Adam Mann
Due Date 2/14/18 11:40 PM Ordered 11,248.75 USD

Task Number 209136

Recommended Actions

Review and Acknowledge

11
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H *T b = Document CP 2000085, Revision 1 - Message (HTML) ?T EH - O X
MESSAGE

5un 5/6/2018 10:05 PM

Supplier Two <schsitzb@gmail.com>
Document CP 2000085, Revision 1

To Mann, Adam

Message  [1lPO_300000002798038_2000085_1.zip [12 KB)

Review the purchasing document and any files that are attached to the message.

Acknowledge a PO

Some ToHPOs will require a supplier acknowledgment within the Portal. The PO will not
O2yaARSNBR a2L)Syé¢ dzydAf GKS {dzLJLJX ASNJ O2
FO1ly26ft SRAIYSYyi(GX GKS SYIFAf adzaeSOG gAff
adcknowledge the PO from the link in the email or log into the supplier.

Pending Notifications ~ More Details v

FYI: Document (Purchase Order) 2001093 Requires 4/9/18
Acknowledgment

Adam Mann

12



Review PO Details

Open the attachment in the email taew a PDF of the purchase order. Additionally, on the

dh NRSNA ¢

2O0SNWASg GlFo Ay GKS { dzLJLJ ASNJ t

will have the option of viewing a PDF, opening the order for acknowledgment, as well as
updating the ore@r with a confirmed promised ship date.

(5
A

Manage Orders

Headers

» Search

Search Results
Actions w  View w Formal w P

Order Order Date Description

10000197 sl

519
45119
19

Columns Hidden 24

Pending Notifications ~ More Details w

@ FYI: Document (Purchase Order) 2001093 Requires 4918
Acknowledgment

Adam Mann

o v 9
Advanced Manage Watchlist Saved Search Al Orders
Detach
. " Life Creation
Supplier Site Buyer Ordered Currency Status Cycle Date
LET i | 4519
Aair .

Done
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View Invoices

To search for all submitteidvoices, or
GKS ¢l a1l aSydz &

{StSOG @2dzNJ a{ dzLJLX ASNE yIYS FyR KAG aSl|
well as create custom searches. You can see the Invoice Status, as well as a Payment N

confirm that a payment has been made against your invoice. Please note that all of these
columns can be sorted.
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